[Meeting Title]
	Date
	[Date]

	Time
	[Start] to [End]

	Location
	[Room or video link]

	Facilitator
	[Name]

	Attendees
	[Names]


Goal of this meeting
[One sentence on the decision to make or the outcome you need.]
Agenda
	Time
	Topic
	Owner
	Outcome needed

	0:00
	Welcome and goal
	[Name]
	Shared understanding

	0:05
	[Topic one]
	[Name]
	[Decision or update]

	0:20
	[Topic two]
	[Name]
	[Decision or update]

	0:40
	Action items and wrap-up
	[Name]
	Owners and dates agreed


Decisions
1. [Decision made and who made it]
Action items
	Action
	Owner
	Due

	[What needs to happen]
	[Name]
	[Date]

	[What needs to happen]
	[Name]
	[Date]


Notes

